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	Document/Folder Title & Other Information
	File Arrangement & Disposition
	File Location/Custodian/Medium

	 ADMINISTRATIVE FILES

	

	
	
	

	 Administrative Office Files 

	Label: Delegation of Authority, Organization Management 
Date(s):  Date of Document
Describe/Content: Administrative Subject Files.  Copies of memoranda, reports, and other documents usually sent to all DOL agencies.  Does not include WB program documents.
	Order:  Alphabetically by Subject  
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy 2 years after cut-off or when 2 years old.
Authority:  GRS ??

	Location:  Central Files ( Cabinet 4, Drawer 1)
Custodian(s):  Enforcement Programs

Medium:  Media-neutral


	PERSONNEL RECORDS

	Employee Personnel Folders

	Label: (Employee’s Name)
Date(s): Until employee retire or leave agency.
Describe/Content:  May include correspondence, position descriptions, Notices of Personnel Actions, award nominations, and other documents including those that may duplicate the Official Personnel Folder (OPF) records.

	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year or when employee leaves the position, whichever is sooner.
Dispose:  TEMPORARY.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
Authority:  GRS ??


	Location:  Desk Drawer 2
Custodian(s): Allison Grant Petty 
Medium:  Media-Neutral



	
	
	

	 FOIA

	Label: Company Name 
Date(s):  Responded to or Sent to responding office
Describe/Content:  May include correspondence, original FOIA request, acknowledgement letter, fee agreement and final determination letter.
	Order:  FOIA number (Obtained in SIMS)
Cut-off: End of year or when documents are no longer needed..
Dispose:  TEMPORARY.  Review annually and destroy superseded or obsolete documents. .
Authority:  GRS ??

	Location:  Central Filing System (Cabinet 4, Drawer 1
Custodian(s): Allison Grant Petty
Medium:  Media-Neutral


	Enforcement and Compliance

	Enforcement Programs Files

	Label: Depending on Subject Matter
Date(s): Until Document no longer needed
Describe/Content:  May include correspondence, Complaints, Congressionals, Compliant Appeals, Interpretations, Fatality & Catastrophes memos, Significant Case memos, MOUs, NEPs, LEPs, and REP,
	Order:  Alphabetically by Employee Name
Cut-off: End of year when documents are no longer needed.
Dispose:  TEMPORARY.  Review annually and destroy superseded or obsolete. Destroy congressionals after 3 years.  

Authority:  GRS ??


	Location:  Cabinet 4, Drawer 2
Some documents on the Q drive
Custodian(s): Allison Grant Petty 
Medium:  Media-Neutral and Paper





